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Cardinal

Cardinal Flowcharting Standards

Represents an interface or a process step that is performed

Step within the PeopleSoft system. Use a verb phrase (Process _ . _ _
Description Invoice) NOT a noun phrase (Invoice Processing) to describe Start Indicates point at which the process begins. Does
the step. not represent any activity.
Batch Represents a batch process_within the PeopleSoft system._ Use End Indicates point at which the process ends. Does
Process a verb phrase (Procgss Invoice) NOT a noun phrase (Invoice not represent any activity.
Processing) to describe the step.
Manual Represents a process or step that is performed manually. Use a ) )
Operation verb phrase (Process Invoice) NOT a noun phrase (Invoice Document Represents a document of any kind, either
electronic or hard copy

Processing) to describe the step.

On-Page or Intra Process Connector. Used to
avoid complex overlapping connector lines or to
continue a process on a subsequent page. Also
used to reference a sub process within the same
main process. Connectors are labeled with
UPPER CASE letters.

Represents the possible outcomes of a decision or analysis that
took place in a step immediately preceding. NOTE: this symbol
itself does NOT represent any activity, and should not be given an
identifier.

Decision
Outcome

Template Key

O

Entit Represents an entity (person, organization, etc.).
nuty Used only when necessary to show the source of Budget YE

Name important information Close Inter Process Connector. Used to connect steps
GL between business processes. Description can
5.3 include Process step name. (e.g. General Ledger
The step number should Sub Process 5.3 would be Budget YE Close GL
5.3).

Step Number be placed at the top of
each step or process

1.1.1
Approve PO
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AP 4 Expense Processing — 4.1 Load/Maintain Employee Profile

4.1.1
Interface

Interface File?

Employee
Information from
Cardinal HR

Integration tools will be used to interface employee
information from Cardinal HR to Expenses.
Application messages will load the Expense staging
tables and the EX_EE_UPDATE App Engine will
load the data. The integration tools will run nightly.

4.1.2

Employee
already exist in
system?

Yes
Interface File?

Yes———— P

4.1.3
Interface

» Create Employee
Profile Manually

Part 2 Only. For any DOA
employee, the employee profile
is created manually by the DOA

Employee
Updates from
Cardinal HR

Integration tools will be used to interface employee
updates from Cardinal HR to Expenses. Application
messages will update the Expense staging tables
and the EX_EE_UPDATE App Engine will load the
updates. The integration tools will run nightly.

4.1.4

Expenses Coordinator.

No———» Update Employee
Profile Manually

For Part 1 and 2, where timing is critical, updates may be
made to an existing employee (name and address). For
Part 2 only, any changes to a DOA employee (e.g.
address, department) will be updated by the DOA
Expenses Coordinator.
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AP 4 Expense Processing — 4.2 Travel Authorization

4.3.2

Add Attachments

Employee attaches any
approvals received
outside of Cardinal

(modification).

4.2.1
»  Create Travel
Authorization
Yes
Employee enters Travel
Authorization with pretrip
information and
estimated travel cost.
New Travel
No
\—»

425
Update Travel
Authorization

Employee updates Travel
Authorization information for any
Travel Authorizations that have
not been submitted for approval -
or- that were sent back by the
approver.

Ready for
Submission?

Create a Cash
Advance?

Keep Request
for Later?

No

i

4.2.4
Delete Travel
Authorization

Employee deletes
any Travel
Authorizations.

4.2.3

Yes-» Save Request for

Later

o

Employee saves the
Travel Authorization

without submitting it for

approval.

End
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AP — 4 Expense Processing — 4.2 Travel Authorization Continued

4.2.8
> SEerr;d Eag'éi" No—  Deny Travel
ployee: Authorization

Approver denies the Travel
Authorization request with
comments. The employee

cannot resubmit the Travel
@ Authorization.

4.2.6 4.2.7 Yes 42
Submit Travel Place Travel \ 2.
2 L
i : Authorization for Approved- or—p 4’@

Authorization on » Return Travel
Approval Hold Authorization

Travel Authorization is Approver places the Travel Approver returns the
routed for approval based Authorization on hold for Travel Authorization
on predetermined

future consideration. request with comments
approval routings. to the employee for
correction or revisions.
No End

es
Yes
4.2.10 Cancel
Travel
Authorization
Approved Travel
Authorizations that
have not be applied

to expense reports
can be cancelled.

Y
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AP 4 Expense Processing — 4.3 Request/Approve Cash Advance

4.3.1 432
Create Cash Add Attachments
Advance
Yes
Employee enters Cash Employee attaches any

Advance information approvals received outside
including description of  of Cardinal (modification).
advance and amount.

New Cash

4.3.5
No______ »/ Update Cash
Advance

Employee updates Cash Advance
information for any Cash
Advances that have not been
submitted for approval -or- that
were sent back by the approver.

Ready for
Submission?

Yes

4.3.3
Yes—p Save Cash
Advance for Later

Keep for Later?

Employee saves the
Cash Advance
without submitting it
for approval.

4.3.4
Delete Cash
Advance

4

Employee deletes any Cash
Advances that are not
submitted or have been
denied by approver.

End
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AP — 4 Expense Processing — 4.3 Request/Approve Cash Advance Continued

4.3.6

Submit Cash
Advance for

Approval

Cash Advance is routed
for approval based on
predetermined approval
routings. The approval
routings may include

multiple levels of approval.

No
4.3.7
Approved? —Or——— Place Cash
Advance on Hold
Approver places the Cash
Advance on hold for future
Yes . .
i consideration.
4.3.10
Stage Cash
Advance for
Posting

The cash advance
accounting entries are
staged for posting in the
nightly batch process
(EX_TRAN_PRCS app
engine). Accounting entries
are created in the
Expenses module.

Send Back to

Employee? No

4.3.8
Deny Cash
Advance

Approver denies the
Cash Advance request
with comments.

4.3.9
Yes——————— P Return Cash
Advance

Approver returns the
Cash Advance
request to the

employee.
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AP 4 Expense Processing — 4.4 Create Expense Reports/Imaging

New Expense
Report?

No

Employee enters
expense information from
a template, Travel
Authorization, etc. The
employee also
associates any cash
advances in this step.

4.4.1
4.4.2
» »
Create Expense Add Attachments
Report

Yes— P

Employee scans and
attaches invoice and
expense documents to
Expense Report
(modification).

4.4.5

Report

Update Expense

Employee saves the
Expense Report without
submitting it for approval.

Keep for Later?

Ready for
Submission?

Yes

Employee updates expense

information for any Expense

Reports that have not been
submitted for approval -or- that
were sent back by the approver.

4.4.4
Delete Expense
Report

Employee deletes any Expense
Reports that are not submitted -

or- denied by approver.

4.4.3
Save Expense
Report for Later

End
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AP 4 Expense Processing — 4.4 Create Expense Reports/Imaging Continued 1

4.4.6

Submit Expense
Report for

Approval

447
Budget Check

Expense
Reports

Expense Report is
routed for approval
based on
predetermined
approval routings.

Expense reports are
budget checked.
EX_BCHK_ALL

application engine will
run adhoc by approver
or in nightly batch.

Approved?

Send Back to

Employee?

—Or———»

4438
Place Expense
Report on Hold

Approver places the

4.4.7
4.4.9
No—» Deny Expense > Budget Check
Report Expense
Reports
Approver denies the Budget check

Expense Report request
with comments. The
employee cannot
resubmit the Expense

automatically runs
based on denied
expense report.
EX_BCHK_ALL

Expense Report on
hold for future
consideration.

Report. application engine.
4.4.7
4.4.10 Budget Check
Return Expense g Expense
Report Reports
Approver returns the Budget check

Expense Report with
comments to the
employee for correction
or revisions.

automatically runs

based on returned
expense reports.
EX_BCHK_ALL

application engine.
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AP 4 Expense Processing — 4.4 Create Expense Reports/Imaging Continued 2

4.4.11

Posting

The expense is staged for
posting the liability
accounting entries in the
nightly batch process
(EX_TRAN_PRCS app
engine). Accounting entries
are created in the Expense
module.

4.4.12
Yes—— ¥ Unpost Expense
Report

Designated COVA user
unposts any Expense Reports
where the liability has posted.
This is only for changes to the
accounting entries and not the

expense report.

Stage
Expense Exceptions?
Reports for

Expense

No Report > 0?

Yes—b@

No

Enter Funds
Receipts and
Apply Payments
AR
4.1
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AP 4 Expense Processing — 4.5 Pay Employee

45.1
Stage
Payments

Process

The delivered application
engine EX_TRAN_PRCS is
run in batch nightly to stage
expense data (cash advance

and expenses) for AP
paycycle to select for
payment.

Create
Payments
AP
51

45.2
Post Expense

> and Cash

453

Advance
Payments

Cash Advance and
Expense Payments are
posted in the Expenses

module in the nightly
batch process
(EX_TRAN_PRCS app
engine).

» Reconcile Cash
Advance

Designated COVA employee (Travel
Manager) reconciles the expense

payments with cash advance payments.

This step includes entering payments

received on a remaining cash advance

balance and then reconciling the cash
advance in the system.

End
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